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I. Summary 
 

This document explains how to utilize the Purchasing (RIVIP) 
website for grant posting administration.  Grants that are posted 
are considered External Postings and are handled outside of 
Central Purchasing. 
 
Newly created grant postings automatically have a status of 
‘Active (Scheduled)’.  A grant posting’s status remains active the 
opening date has passed and it automatically becomes ‘Under 
Evaluation’.  Once a grant posting is under evaluation it can be 
tabulated or awarded.  Depending upon the process you perform 
on the grant posting, the status becomes  ‘Tabulated’ or 
‘Awarded’ respectively.  Tabulated grant postings can later 
become awarded. 
 
Status Definitions: 
 
Active (Scheduled) -  the grant posting has an opening date 
sometime in the future and the posting can be viewed (with a 
cover form) by applicants. 
 
Under Evaluation -  the grant posting had an opening date 
sometime in the past and the posting CANNOT be viewed by 
applicants.  
 
Tabulated -  the grant posting had an opening date sometime in 
the past and the applicant information has been recorded.  The 
posting can be viewed (without a cover form) by applicants.  
Tabulation information can also be viewed by applicants. 
 
Awarded -  the grant posting had an opening date sometime in 
the past and the applicant information (including the winning 
applicant) have been recorded.  The posting can be viewed 
(without a cover form) by applicants.  Award information can also 
be viewed by applicants.  When award information is added it 
overwrites any existing tabulation information.  Therefore the 
tabulation data must also be included in the award document. 
 
Canceled -  the grant posting has been canceled and any related 
documents cannot be viewed by applicants. 
 
 

II. Setup/Sign In 
 

To begin posting grant notices and awards, you must be assigned 
a User ID and password from the Division of Purchases.  To get 
to the login page go to the State Agency Info Center, click the  
next to the  root node to see the web posting 
options: 
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Now click .  You can now log in: 
 

 
 
 

III. Grant Posting Options 
 

Once you have signed in, you will see the functions that as a 
grant posting administrator you can perform: 
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A. Search For Vendors 
 

Clicking this link will take you to a seach page where you can 
obtain RIVIP Vendor Database information based on vendor 
number, vendor name, vendor status, vendor commodity code,  
FIN Number, state, and business type. 

 
B. Add Grant Posting/Amendment 

 
Clicking this link will take you to a data entry page where you can 
add a new posting or post an amendment to an existing posting: 
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There are up to  12 characters allowed for a grant number.  You 
should use up to 9 characters to designate a grant number (for 
example:  GRANT0001) so that you will have 3 characters left to 
signify amendments (for example:  GRANT0001A1).  When 
adding an amendment, you should use the grant number you are 
amending followed by the letter ‘A’ and a sequence number.  You 
must also check the Amendment checkbox.  Using this 
convention allows for simultaneous searching by grant posting 
number and for the applicant to find the original posting and all  
amendments by simply entering the original grant number. 
 
When a new grant posting is created, the status is automatically 
set to ‘A’ for ‘Active (Scheduled)’, and the grant posting is 
associated with your login id (in this sample,  RI Department of 
Labor and Training). 
 
At the bottom of the page you have the option of uploading your 
own grant PDF file which can be downloaded by applicants.  The 
PDF file name must match the grant number (i.e. the PDF 
file for grant GR0001 must be named GR0001.PDF). 
 
Choosing the ‘No PDF File’ option will display a message 
informing grantees that they must call the contact person to 
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obtain information for the grant.  (Note:  You must have Adobe 
Acrobat 4.0 or greater to create a PDF file.) 
 
When finished, click ‘Add’ to add the grant posting/amendment. 
 
 

C. Update Grant Postings/Amendment 
 

Clicking this link will take you to a Active Grant 
Postings/Amendments page where you can choose a grant or 
grant amendment to update: 
 

 
 

Click the ‘Edit’ link for a grant, and you will be taken to the ‘Update 
Grant Posting/Amendment page:   
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Grant Postings/Amendments should only be updated when there 
is a minor typographical error or when canceling a grant posting.  
All other changes should be reflected in a new grant posting 
amendment.  
 
To cancel a grant posting, select ‘Canceled’ from the Status 
dropdown list.  This will cancel the grant posting. 
  
At the bottom of the page, you have the option of uploading your 
own grant PDF file.  The PDF file name must match the grant 
number (i.e. the PDF file for grant GR0001 must be named 
GR0001.PDF). 
 
 
Choosing the ‘Use Existing PDF File’ option will leave the current 
PDF in place, while selecting ‘No PDF File’ option will display a 
message informing the grantee to obtain information for the 
grant from the contact person.  (Note:  You must have Adobe 
Acrobat 4.0 or greater to create a PDF file.) 
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When finished, click ‘Update’ to update the grant 
posting/amendment. 

 
 
 
 

D. Add Tabulation 
 

Clicking this link will take you to a Tabulate Grant Posting page 
where you can select a grant posting in an Under Evaluation (‘U’) 
status to tabulate: 

 

 
 

A grant posting status becomes Under Evaluation when the 
current date reaches the opening date.  To tabulate a grant, 
select a grant from the dropdown list (only grant postings that 
are under evaluation will appear in the list).  You have the option 
of uploading your own tabulation PDF file.  The PDF file name 
must match the grant number (i.e. the PDF file for grant 
GR0001 must be named GR0001.PDF). 
 
 
Choosing the  ‘No PDF File’ option will display a message 
informing the grantee that they must call the contact person to 
obtain information for the grant awards.  (Note:  You must have 
Adobe Acrobat 4.0 or greater to create a PDF file.) 
 
When ready, click ‘Add Tabulation’ to post the grant awards.  The 
status of the grant and all of its amendments will be changed to 
Awarded. 
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E. Update Grant Posting Tabulation 

 
Clicking this link will take you to the Update Tabulation page. 

 

 
 

Updating a tabulation consists of updating the tabulation PDF file 
by uploading and overlaying the current PDF file on the website.   
 
To update a grant tabulation, enter a grant number in the posting 
number textbox (only grants that have already been tabulated 
are valid).  You have the option of uploading your own tabulation 
PDF file.  The PDF file name must match the grant number 
(i.e. the PDF file for grant GR0001 must be named 
GR0001.PDF). 
 
Choosing the  ‘No PDF File’ option will display a message 
informing the grantee that they must call the contact person to 
obtain information about the grant tabulation(s).  (Note:  You 
must have Adobe Acrobat 4.0 or greater to create a PDF file.) 
 
When ready, click ‘Update Tabulation’ to repost the grant 
tabulations.   

 
F. Reports 

 
There are two reports currently available for grant 
administrators.  Clicking this link will take you to the External 
Posting Reports page where you can choose a report to run: 
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The two reports available are the Bid Schedule Report and the 
Web Access Report. 

 
G. Schedule Report 

 
The Schedule Report can be run for a particular opening date: 

 

 
 

This report will display all grant postings opening on this date.  
This list can be printed each day and made available for grantees 
to come to your offices and view a hard copy.   
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There is also a link on the grant number, which when clicked, will 
run the Web Access Report for the grant selected. 

 
H. Vendor Listing Report 

 
The Web Access Report can be run for a particular grant posting: 
 

 
 

This report will display all grantees that have signed in and 
viewed a particular grant posting.  This list will be useful when a 
grant posting opens.  Your office will know ahead of time who has 
viewed the grant and may appear at the grant opening.  You can 
be print this list on the day the bid opens and use it as a checklist 
to mark who has arrived,   who is late, who has no cover form, 
etc. 
  

 
 
 
There is also a link on the grantee number, which when clicked, 
will run the Vendor (Grantee) Lookup for the grantee selected. 
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IV. Grant Search 
 

This section explains how you and grantees will search for bids.  
Grantees must first select ‘Bid/Grant Opportunities’ from the 
menu, and then select ‘Grants’.  On the following page, you will 
see the search features that are available: 
 
 

 
 
 
 
 
 

 
 
 

From this page, you have chosen grants and can select one or 
more bidding entities, enter a full or partial bid number, select 
one or more bid statuses, enter a keyword or phrase, or select an 
opening date range.  Searching will take you to the search results 
page: 
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On this page you can view active, under evaluation, tabulated, 
and awarded grants (if a vendor/grantee is signed in and is 
viewing an Active grant, a cover form will be downloaded with 
the grant).  You can also view grant tabulations or awards by 
clicking on the ‘Tabulated’ or ‘Awarded’ link in the status column.  
Clicking the link in the title column will pop up a window with the 
grant description. 

 
V. Conclusion 
 

This concludes the materials for grant posting and searching.  We 
hope this documentation will be helpful in getting your agency 
ready to administer grants on the RIVIP website. 
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